Quick Reference Guide
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This guide provides you with an overview of how to view a list of all of the vendors you are notifying about a
particular solicitation, and of those, which are designated as a Small Business Reserve (SBR) and Minority
Business Enterprise (MBE).

Adding Vendors to a Solicitation (Bid)

Before you can view which vendors you are notifying about a solicitation are SBR and MBE, you must first have
added the vendors to your Bid document. From the Bidders tab of your Bid document, confirm the list of vendors
you have added to notify.

For instruction on adding vendors to your Bid document, please see the “New eMM Solicitation Training Part 1”
document available at http://dgsweb.dgs.state.md.us/procure/eMMnew.htm.
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Viewing SBR-MBE Vendors

Once you have vendors selected and visible from the Bidders tab of your Bid document, you are ready to view
which of these are SBR and MBE vendors. To do this, first copy your Bid number as shown below.
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Next, in the Header toolbar, right-click the pie chart icon and select “Open Link in New Window” as shown
below.

Rev. 2-23-12 1of3



Quick Reference Guide

%Letp ;Ice

Basic Purchasing Internal A

Right-click the pie chart icon and
select "Open Link in New Window."

Program A

NIGP Code Browse | My Account | Customer Service | About Current O i i Test izati

Home ‘ Ttems v Documents v Vendors v Quick Buy l Find It

Open Market Bid AGENCY12-000360

General Items Address A

January 26, 2012 2:27:26 PM EST

ing Routing Notes QEEILLITEN Qr i A d Q&A Remind
[eLILIEIN Subcontractors  Quote Activity

Select bidder participation, open or closed, and select vendors to notify

) Unrestricted bid, all vendors can view and respond

Open Link
Open Link in New Tab
Open Link in New Window
Save Target As...

Print Target

Show Picture
Save Picture As...
E-mail Picture...
Print Picture...

Go to My Pictures

The Administrative Reports screen will appear in a new window. Click the “SBR-MBE Bidder Report” link.
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The Dashboard Reports screen will appear. Paste your Bid number in the Bid Number field that appears.

Rev. 2-23-12

20f3



Quick Reference Guide

TEiEi

Bid Number ™

Finally, click the icon corresponding with how you would like to view the report.

The report will appear in the format selected.

MO-006 SBR-MBE SOLICITATION INGQUIRY Weed Feb 22 09:30:36 GMT-
MDHDM31000899
Vendor Number Vendor Mame SBR MBE
107455 GLADHILL BROTHERS, LLC es No
110464 AAR es es
113185 THE DIRT EXPRESS COMPANY fes es
115460 MARYLAND ELEVATOR SERVICES, INC. es No
118100 POWERHOUSE TOOL & SUPPLY, INC. fes es
148620 FASTENERS RX, INC. es es
150441 M4 ELECTROMICS, INC. fes es
151720 THE GREAT GOURMET es es
187420 A L. INGRAM CONSTRUCTION LLC. es es
184420 Walters Relocations, Inc. Yes Yes
211083 Kenney & Company Stafing, Inc. es No
218360 Micon Constructions Inz Yes Yes
220780 PLATINUM SERVICES INC es No
229148 CORRELLI INCORPORATED es No
229160 Expedited Courier and Distribution LLC es No
237647 GARDEMS REPROGRAPHICS es No
233162 Legacy Contracting Inc. ‘fes Mo
238261 D-Flat Enterprises, Inc. es No
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